MAHARASHTRA STATE BOARD OF VOCATIONAL

EDUCATION EXAMINATION MUMBALI -51.

1 Name of Syllabus C. C. in Co-operative Management Studies (2019-2020)
408106
2 Max-Nos of Student 25 Students
3 Duration 6 Months
4 Type Part Time
5 | Nos Of Days / Week 5 Days/Per Week
6 Nos Of Hours /Days 6 Hrs / for 5 Day Per Week
7 Space Required Workshop = 200 Sq. feet
Class Room = 300 Sq. feet
TOTAL =500 Sq. feet
8 Entry Qualification XII Pass from any Stream
9 Objective of To provide knowledge of Co- operative Sector
Syllabus/introduction
10 Employment Full-time/ Part-time job opportunities in Co-Operative Sector
Opportunity
11 | Teacher’s Qualification M.Com, B.Com, G.D.C. &A, Chartered Accountant or Master in
Computer Science
12 Training System Training System Per Week
Theory Practical Total
12 Hours 16 Hours 28 Hours
13 Exam. System Sr. Paper Name of the | TH/PR | Duration | Max Min
No Code. Subject Marks | Marks
1 | 40810611 Basics of TH-1 3Hrs 100 35
Accounting &
Computer
2 140810612 | Management of | TH - II 3Hrs 100 35
Co-op. Hsg. Soc.
And Operational
Skills
3 140810621 Basics of PR-I 3Hrs 100 35
Accounting &
Computer
4 |1 40810622 | Management of | PR-II 3Hrs 100 35
Co-op. Hsg. Soc.
And Operational
Skills
400 140




Basics of Accounting & Computer

Program Name

Accounts & Finance
Management ( Theory
Based )

Version No.

1 Version Update Date 18-06-2019

Pre-requisites to
Training

HSC From Any
Stream

Scope of Training

Prepare the payment voucher by verifying and
validating supplier information, creating transactional
documents in the correct supplier's name; determine
the mode of payment and authorization from the

senior/ manager regarding the same.

Ascertain the mode of payment (whether cash/ cheque
or NEFT transaction), prepare the mode of payment by
ascertaining the amount payable to the supplier and get
the payment voucher authorized by the senior/
Manager.

Obtain the authorized payment details from the
concerned person and update the voucher with
payment details, like, cheque no./ NEFT transaction
no, etc.

Prepare the receipt voucher by referring to the
invoice raised on the customer, the value on the
invoice, and the mode of receiptof money (cash/bank
instruments/NEFT), generatetransactional
documents and getitauthorized by the senior/
Manager.

Have thorough understanding of the accounting
software used by the company.

Comprehend the relevance of documents, file all the
documents for seamless retrieval, to maintain documents
according to the accounting period, to maintain
supplier/customerdetailsand prepare statementsasis
needed by the organization/senior/Manager.

Keywords Description
[Terms
Scope Scopeisthe setof statements specifying the range of variables that

an individual may have to deal with in carrying out the function
whichhaveacriticalimpactonthe qualityof performance required.




Sr. Module Key Learning Outcomes Equipment
No. Required
1 Introduction of Book 1. Debit/Credit Transactionentries. White board,
Keeping and 2. Journal Entrybook Marker, Overhead
Accountancy 3. Maintenance of books, registers and Statement | projector, Laptop,
of Accounts Internet access.
Theory Duration 4. Preparation of_Outstanding Reports
(HH:MM)29:00 5. Accognts receivable/payable
6. Creation of new voucher type
7. Voucher/ cheque printing practice
8. Preparation of Reconciliation Statement
9. Sales/purchaseextract;Dailybalance &
Transaction value.
10. Preparation of Trial balance
11. Preparation of Final Accounting
2 Understanding the 1. Read the customer purchase order. White board,
customer Purchase 2. Enterdetailsinthe sales journal Make the | Marker, Overhead
order, payment terms, deIive_ry challan. _ projector, Laptop,
delivery challan and 3. Describe the paymentparticulars. Internet access.
sales journal
Theory Duration
(HH:MM) 20:00
3 Verificationofthe 1. ldentify and understand the transaction White board,
documents prompting documents Marker, Overhead
2. Explaining relevance of masterdocuments | projector, Laptop,
Theory Duration 3. Explainingthe contents ofthesedocuments| Internet access.
(HH:MM) 20:00 4. Verify and validate correctness of
documents
4 Preparation of Payment 1. Obtain and check documents related to sale|White board, Marker,
voucher 2. Record datain the sales journal Overhead projector,
3. Get authorisation from senior/manager Laptop, Internet
Theory Duration Passaccounting entryinthe sales journal access.
(HH:MM) 20:00
3 Preparation of mode of 1. Ascertaining the mode ofpayment White board,
payment 2. Preparing the mode ofpayment Marker, Overhead
3. Ascertainingamount payable to supplier projector, Laptop,
Theory Duration 4. Preparing paymentin favour of supplier Internet access.
(HH:MM) 5:00 5. Get authorisation from senior/manager




Updating voucherwith 1. Obtaining paymentvoucher White board,
payment details 2. Filling particulars ofauthorized payment | Marker, Overhead
projector, Laptop,
Theory Duration Internet access.
(HH:MM) 3:00
Preparing Receipt voucher| 1. Raising invoice on customer White board, Marker,
2. Verifying invoice raised on customer and its| Overhead projector,
Theory Duration value Laptop, Internet
(HH:MM) 3:00 3. Verifying mode of invoice and value of access.
receipt
4. Generate transactional documents
5. Getapprovaloftransactionaldocuments
Performingthe accounting 1. Knowledge of accounting software White board, Marker,
entry used by company Overhead projector,
2. Accountupdating Selectingthe Laptop, Internet
Theory Duration (HH:MM) voucher type access.
30:00 3. Pass accounting entry in books of
accounts
Record Keeping 1. Studyand understand the relevant White board, Marker,
documents Overhead projector,
Theory Duration 2. Filing/storing the document for Laptop, Internet
(HH:MM) 20:00 audit/future purposes access.
3. Maintaining the documents as per the
accounting period
4. Maintain supplier details Prepare
statements

Total Theory Duration 150:00

Reference Books

Name of the Book

Author Name

Accountancy

Rachna Sagar

Double Entry Book keeping

T.S Grewal

Double Entry Book-keeping

Sultan Chand

Advanced Accountancy

S.N. Maheshwari

Book keeping & Accountancy

Dr. S.M. Shukla

Double Entry Book keeping & Adjustments

Toye Adelaja

Financial management

Prassana Chandra

GST Acts, Rules and Forms with References

Ashok Batra

Students Guide to Income Tax University Dr. Vinod K.
Edition (July 2018 Edition) Singhania
Guide to GST CA ArunKumar

Gupta




Program Name

Application of Computers
( Practical Based )

Version No. 1.0 Version Update 18-06-2019
Date
Pre-requisites to HSC From Any Stream
Training
Scope of 1. User/individual need to operate a computer and office
Training software packages to perform day- to- day activities at
workplace
2. Identification of parts of computer and storage devices
3. Operation of computers and its components
4. Useofvarious computer software programs and applications
Keywords Description
/Terms
Scope Scopeisthe set of statements specifying therange of variables

that an individual may have to deal with in carrying outthe
function which have a criticalimpact on the quality of
performance required.

Organizational

Organizational Contextincludes the way the organizationis

Context structuredand how itoperates, including the extent of
operative knowledge managers have oftheirrelevantareas of
responsibility.
Technical Technical Knowledgeis the specificknowledge needed to

Knowledge

accomplishspecificdesignatedresponsibilities.




Sr. Module Key Learning Outcomes Equipment
No. Required
1 Identification of various Identify & describe various parts of computers |White board, Marker,
parts of computers and like CPU, keyboard, monitor, etc. Overhead projector,
storage devices Identify differenttypes of e.g. portable hard Laptop, Internet
Practical Duration disks, flashdrives, pendrivesand CDs/DVDs access,
(HH:MM) 10:00 (latest removable devices Computer, Computer
Application Books.
2 |Operation of computer Connect, turn onand offthe computer White board, Marker,
and related components properly and run computer applications Overhead projector,
Use different input/ output devices PC5. Laptop, Internet
connectand dismantle projector, cords, cables access,
and input/output devices Computer, Computer
Practical Duration Application Books.
(HH:MM) 20:00
3 |Useofvarious computer View files, work with files and customize White board, Marker,
software programs & window Overhead projector,
applications Use application of essential accessories such as| Laptop, Internet
notepad, WordPad, paintbrush, images, access,
calculator, calendar, mediaplayers and sounds|Computer, Computer
Practical Duration use multimedia settings and applications of| Application Books.
(HH:MM) 60:00 control panel
To create and edit official documents and
reports (MS Word or equivalent)
To create and edit presentations (MS
PowerPoint orequivalent)
To create, apply & modify formulas, generate
reports, maintaindatabase & compile data
(MS Excel or equivalent)
Operate graphic packages e.g. MS Paint, PC
Paintbrush etc.
4 White board, Marker,

Organizational Context

Practical Duration
(HH:MM) 60:00

Features, applications and uses of computer
software/s inuse

Importance of speedy disposal of work with
maximum accuracy

Use of standard operating manuals and
proceduresfordealingwithworkrelatedto
computer application
Whatrecordstobekeptandtowhomthey
need to bepassed

The reporting procedure and follow up
procedure if breakdown appears

Overhead projector,
Laptop, Internet
access,
Computer, Computer
Application Books.




Technical Knowledge

Practical Duration
(HH:MM) 50:00

Scope of minor and major breakdowns
Methods ofreplenishmenttorunthe
equipment

3. The use and functionalities of various
computer hardware components and software
packages

How to use keyboard shortcuts?

The use of various social media platforms
(Google+, Twitter, LinkedIn, Facebook)
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White board, Marker,
Overhead projector,
Laptop, Internet
access,
Computer, Computer
Application Books.

Total Practical Duration 200:00 (HH:MM)

Facility Management & Working of
Co-Operative Segment

Program Name

Facility & Management & Working of Co-Operative
Segment (Theory Based)

Version No.

—

Version Update 18-06-2019

0 Date

Pre-requisites to
Training

HSC from any
stream

Scope of Training

1. After completing this program, participants will
be able to:
2. ldentify Society facility management service needs
Conduct preliminary inspection in society premises
4. Establish parameters for monitoring and quality
of Management work into the society

w

Keywords /Terms

Description

Scope

Scopeisthe setof statements specifying the range of variables that
anindividualmay have to deal with in carrying out the function
which have a critical impact on the quality of performance
required.

Organizational Context

Organizational Contextincludesthewaytheorganizationis
structuredandhowitoperates, includingthe extentofoperative
knowledge managers have of their relevant areas of
responsibility.

Technical Knowledge

Technical Knowledge is the specific knowledge needed to
accomplishspecificdesignatedresponsibilities.




Sr. Module Key Learning Outcomes Equipment
No. Required
1 Identifying Society’s 1. Converse withmemberstounderstandthe Class Room, Table &
facility management importance of facility management services of Chair, White board,
service needs their society. Books.
2. Capturesocieties specificrequirements related to
soft facility management services e.g. reception
Theory Duration area should be cleaned four times during the
(HH:MM) 40:00 operation hours etc.
2 Conducting 1. Takearoundofsocietyfacilitytoinspectthe Class Room, Table &
preliminary condition of the premises Chair, White board,
inspection at Society 2. Carryoutathoroughinspectionofthefacility Books.
premise assessing the requirements of
various soft facility services.
3. Identifythe gapsinthe existing and quality soft
Theory Duration facilitymanagementservices atsociety premises
(HH:MM) 40:00
3 Establishing 1. Chalk outthe work to be done for effectiveand |Class Room, Table &
parameters for efficient soft service provision at client's premises| Chair, White board,
monitoring and 2. ldentify the monitoring parameters to measure Books.
quality of services the quality and performance of soft facility
management service provision
3. Discuss with the client identified monitoring and
Theory Duration quality parameters
(HH:MM) 40:00 4. Finalize those parameters after taking the
consent from theclient
4 Organizational Context 1. Legislation, standards, policies, and procedures |Class Room, Table &
followed in the Society Chair, White board,
2. relevantto employees, service provision and Books.
Theory Duration performance conditions.
(HH:MM) 40:00 3. Relevant occupational health and safety
requirements applicable in the workplace
4. Facility provided by the society to the Members
and its qualitystandards
5. Whatrecordstobekeptandtowhomtheyneed
to be passed
6. Society culture
7. Society’s service level agreements and policies
8. Society’s code of conduct
9. Societypolicyondocumentation, reporting, etc.
10. Sources for information pertaining to

11.

employment terms, entitlements, job roleand
responsibilities

Reporting structure, inter-dependentfunctions,
lines and procedures in the work area




Technical Knowledge

Theory Duration
(HH:MM) 50:00

—
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3)

4)

3)

History and Movementof Co-operative Societies

Governing Law

Historical Development of Society

Co-operative Moment in Maharashtra

Types of Co-operative Societies

Types of properties in India

Classification of Co-operative Housing Societies

) Definitionandtypes of Co-operative Housing
Societies

eeacoe

Registration of Co-operative Housing Societies

a) Registrar

b) Conditions/Procedure of Registration of Co-op.
Hsg. Soc.

c) Evidence of Registration

d) AmendmentofBye-Laws ofthe Co-op. Hsg. Soc.

e) Procedure for Adoption of Bye-Laws

f) Responsibility of Promoterimmediately after the
Registration of Co-op. Hsg. Soc.

Membersand Managing Committee of Co-operative

Housing Society

a) Important Definitions

b) TypesofMembersPower,duties &responsibilities
of Members and Managing Committee

c) Duties & Responsibilities of Office Bearers/Manger

Share Capital and Share Certificate

a) Meaning of Shares

b) MeaningofAuthorised, Subscribedandpaid-up
Share Capital

c) Share Certificate

d) Provisions for issue of Share Certificate under MCS
Act, 1960

e) Procedureforissueofadditional Shares after
adoption of New Model Bye-Laws 2014

f) Procedureforissueof Share Certificate after
Redevelopment of Co-op. Hsg Soc.

g) Procedureforissueof Share Certificate where
loan from Financial Institutions

h) Benefits of Share Certificate

i) Issue of duplicate Share Certificate

i) Responsibilities of Office Bearers/Manager

Transfer and Transmission of Membership

a) Classes /Eligibility /Condition of Membership

b) Disposal of Membership Applications and
Admission of Membership

c) Resignation/Expulsion/Cessation of Membership

d) Responsibilities of Office Bearers/Manager

Class Room, Table &
Chair, Whiteboard,
Books.




6) Funds

a) Definition/Modes of raising Fund

b) Types of Funds

c) Utilization/Investment of Funds

d) Responsibilities of Office Bearers/Manager
7) Meetings to Co-operative Housing Society

a) Types of Meetings - Notice/Agenda/Minute

b) Matters to be discussed /approved

c) Provisions under MCS Act, 1960

d) Responsibilities of Office Bearers/Manager

e) Maintenanceof AccountBooksandRegisters
f) Important Documents to be maintained under the

MCS Act, 1960
g) Types of Registers
h) Types ofLedgers
i) Responsibilities of Office Bearers/Manager
i) SocietyAccountsand AuditDue Datesof Co-
operative Housing Society
k) Accounting Standards
[) DueDatesforcompletingallcompliancesas per
MCS Act, 1960
m) Importance of Audit
n) Appointment of anAuditor
0) Responsibilities of Office Bearers/Manager
8) ProblemsandDisputesinHousing Societies
Sub-Letting/exchange of Flats matters
Conveyance/redevelopment matters
Parking Charges matters
Disposal of any application matters, etc.
Encroachment of common spaces matters
Responsibilities of Office Bearers/Manager
portant Provisions under Bye-Laws
Limits of expenses on repair & Maintenance
Limits for cash on hand/cash payments
Filing of Annual Returns
Training & Education to Members
Income Tax Return/TDS Return/GST Registration
‘O’ Rectification Report
Structural Audit/Fire Audit/Lift Inspection
Insurance / Emergency plans, etc.
i) Responsibilities of Office Bearers/Manager
10) Redressed of Members Complaint
a) Registrar
b) Co-operative Court
Civil Court
Municipal Corporation/Local Authority
Police
Federation-District/State
Responsibilities of Office Bearers/Manager
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Total Theory Duration 210:00 (HH:MM)




REFERENCE BOOKS

Name of the book

Author Name

History, Principles and Managementin
Co- operation

Prof. Kulkarni

Management of Co-op Housing Societies

Kruti Pamkar

Management of Co-op Housing Societies

Dr.Parag Saraf

Auditing

Meera Govindraj

Letter formats

Kruti Pamkar

Notice, Agenda & Minute

Kruti Pamkar

Election Rules

MCS Rules, 1961

Co-operative Act

MCS Act, 1960

Co-operative provisions

New Model Bye-Laws 2014 of Co-operative
Housing SocietyLtd.

Soft Skills of Communication

Program Name

Soft Skills of
Communication
(Practical Based)

Version No. 1

Version Update Date 18-06-2019

Pre-requisites to Training

HSC from any stream

Scope of training

Sk~ wWN =

Communication Skills
Self-Management
Working with others
Dealing with customers
Core Skills/ Generic Skills
Professional Skills

Keywords /Terms

Description

Scope Scope is the set of statements specifying the range of variables

that an individual may have to deal with in carrying out the
function which have a critical impact on the quality of
performance required.

Core Skills/Generic Skills Core Skillsor Generic Skillsare agroup of skillsthatare key to

jobroles.

learningandworkingintoday'sworld. These skillsaretypically
neededinanyworkenvironment. Inthe contextofthe OS, these
include communication related skills that are applicable to most




Sr. Module Key Learning Outcomes Equipment
No. Required
1 | Communication To be competent, the user/ individual mustbe| ClassRoom, Table &

Skills

Practical
Duration
(HH:MM) 30:00

able follow verbal and non-verbal
communication etiquette while
communicating in professional and public
settings
Useactivelisteningtechniques for effective
communication Active listening techniques:
e.g. focus, clarifications, managing
distractions, etc.

. Communicate needs, rights, disagreements

and dissatisfaction, to othersin a calm, polite
and positive manner.

Chair, White board,
Communication Soft
Skills Books.

Self-Management

Practical Duration
(HH:MM) 5:00

Maintain good standards of personal and
professional hygiene

Identify, use and display good work ethics
Good work ethics: honesty, integrity,
punctuality, etc.
Developabasicplanforachievinggiventasks
in the workplace.

Use prioritizing, scheduling and other
techniques to ensure that time is used
effectively and efficiently to achieve results
Use basic techniques toremain positivein the
face of challenges and difficultcircumstances
Use basic self-control techniques to deal with
stress and anger effectively

ClassRoom, Table &

Chair, White board,

Communication Soft
Skills Books.

Working with
others

Practical
Duration
(HH:MM) 10:00

Display communication and behavioral
practices that respect diversity in the
workplace, socialand personal settings atall
times
Displayinterpersonal skills that help to build
effective relationships with others
Interpersonal skills: respecting diversity,
empathy, being flexible, helping others,
humour, trust, listening, tolerance, etc.
Displayinitiative and take responsibility in
work settings to achieve results

ClassRoom, Table &

Chair, White board,

Communication Soft
Skills Books.

Dealing with
customers

Practical
Duration
(HH:MM) 10:00

Identify different types of customers
Types:new, regularandprevious.
Respondtodifferentcustomerrequests
and needs in a professional manner
Professionalmanner:timely, efficiently,
effectively, politely, calmly, etc.
Needs:productandservice, attention,
respect, information, advice, etc.

ClassRoom, Table &

Chair, White board,

Communication Soft
Skills Books.




Core Skills/ Generic
Skills

Practical
Duration
(HH:MM) 60:00

—
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Writing Skills

a) you need to know and understand how
to Complete accurate work with
attention to detail

Reading Skills

a) Youneed to know and understand how to
Read instructions, guidelines, procedures,
rules and service level agreements

Oral Communication (Listening and Speaking skills)

a) Youneedtoknowandunderstand how to Ask
for clarification and advice from line managers

b) communicate orally with colleagues

ClassRoom, Table &

Chair, White board,

Communication Soft
Skills Books.

Professional Skills

Practical
Duration
(HH:MM)
45:00

—
~

Decision Making

a) You need to know and understand how to
Make adecision on a suitable course of action

b) Plan and Organize

c) Youneedtoknow and understand how to
planandorganize yourworktoachieve
targets anddeadlines

d) Agreeobjectives and workrequirements

e) Customer Centricity

f)  Youneedtoknowand understand howto

g) Deliverconsistentandreliable serviceto
customers

h) Checkthatyour ownwork meets customer
requirements

Problem Solving

a) Youneedtoknow and understand how to
Referanomalies to the line manager

b) Seekclarification on problemsfromothers

Analytical Thinking

a) Youneedtoknow and understand how to
provide relevant information to others
Analyze needs, requirements and
dependencies in order to meet your work
requirements

b) Critical Thinking

c) Youneedtoknow and understand how to
Applyjudgmentstodifferent situations

d) Attention to Detail

e) Youneedtoknowandunderstandhowto
Check yourwork is complete and free from

errors
f) Getyour work checked by peers
Team Working

a) Youneedtoknow and understand how to
work effectively in ateam environment

ClassRoom, Table &

Chair, White board,

Communication Soft
Skills Books.

Total Practical Duration 160:00 (HH:MM)




Reference Books

Name of the book Author Name

Communication & Skills Parveen Kumar

Soft Skills Prof. M.S.Rao

Soft Skill & Personality Development Prashant Sharma

Soft Skills Meenakshi Raman & Shalini Upadhyay




